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MENORANDUM POR: Deputy Director (3upport)
SURYECT : Records of Uneompensated ‘wvertime

1. Mhis sesorandum discusses the problems of scoumulating
records ol uncomponsated overtime worked by Agency persocanel and
the probuable values of such information, GRecoemendations are
contained in paragraph 7.

é. ASOWPTIONS

2. It is aasumed that uncompensated overtime should
be limited to whole hours of work in emcess of the baszic
vorkveek for vhich no compensatioa is granted as additional
pay or as eompensatory lesve. Muctional bours immediztely
preceding or following the workday should be disregarded
since individual preferences of means of transportation
woitld sceocunt for some uncompensated overtime which would
be of queationable value to the Apguncy.

b, Such a2 record should also be restricted to staff
type individuals who sre subjeet to 2 definite workweek.
Individuals serving under contract are not always subject
to a 40 hour week and should be emcluded for this reason.

¢. Uncompensated overtime which should be reported
would inelude official business of the Agency performed
outside of the basie 40 hour workweek such zs (1) additionsi
office work, (i) wwetings with agents, (3) escort duties,
etec. Overitime reguired for travel other than escort duties
and for study in coanection with Agency-sponsored training
shmld be excluded,

3. POTENTIA! U3ES

a. It would be of value to have sn analysis of the
relationship betwoen overtime for which compensation is
made and unconpeusated overtime, as defined herein, by
| G3 Grade level and type of work, and by allotment component.
| %uch data could serve as 2 basis for studying the possibil-
ity of emtablishing an Agency premium pay plan simtlar to
that used by the FBl for its agenta. Specific types or
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groups of personpel found to bo engaged in counsiderable
overtime, both compensated and uncompensated, might be
congidered for such 2 special pay plan.

b, BStatisties of this type would provide some
indiestion of the extent of the earser-interost of
Agency staff personnel in promoting the mission of
the Agency.

€. These data could be of value at budget Lourings
with the Bureany of the Dudget or Congressional Comsittees,
Hours of uncomponsated overtime ecould be cited as repre-
senting specifiec savings to the Agency Trom the viewpoint
of the dollar savings computed at the applicable overtime
rztes or on the basis of hoars sorked converted to the
man-year oegivalent in lisv of additional persosnel. It
is pointed out, however, that the use of these dats in
budgot hearings or otherwise ontside of the Ageney would
have to be done with 2 considerable degree of csution,
Once particulay statistical data are made avalliable, they
nay be regmested froguently thereafter and bocome &
reguirement eoven though the eost of contimued accumslation
nay not be junstified by the value of the data. 2lso, data
in some ceses might be less favorable than anticipated
and be disadvantagoous to the Aguncy's ohjectives.

d. The wvalue of obtaining information on the hours
of uncompensated overtime worked would be limited zome-
what by the sxtant that information on componsatod
overtime would also be available or obtsined for compars-
tive study. Information is available on tabulated eard
regoxds for persennel at headouarters pald from vouchered
Tunds with respeet o hours of compensated overtime worked.
neompensated overtime hours could boe compared with these
data, wheress the stme cannot e acoomplished under pressnt
sanual payrolling methods for personnel at field loeations
paid from vouchered funds or for personael paid from confi-
dential funds, Time asnd attendance reports from the field
for ewmployees paid from confidential funde are recelved at
headguarters one to three months late which makes it
impractical to socuslate accurate data 1in the payroll unit
with reapect to the hours of compensated or uncompensated
overtime worked by the affected employees in this growp.

4. USE OF SINILAR DATA BY P31

The Federal Bareau of Inwestigstion bas recorded uncompon-

sated overtime for its agents for many years., Informally, it
hes been learned that the FRI obtaing its information from
daily work records on its agents vhich are separate from the
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usaal time and attendance reports. Sammary reports are pro-
parod monthly from the daily work records whiceh are used to
substantiate the contimmance of premium pay to agents who work
an average minimom of overtime. The records on the FBI agents
are not a part of any payroil records, nor are they tabulated
by machine, Records of uncompensated overtime are not kept on
FBI clerigal personnel as they geperally are paid for all over-
timo or granted compensatory leavs.

5. DISCYUIBION

a. The potentinl value to the Ageney of statistics
obtained as 4 management tool should be weighed against
the cost to the Agency of sssembling the information.

Two general methods are avaeilable for accumulating the
data reported from Agency headquarters awl fleld components
aamely, wmarual summarizations or machione tabmlations.
Under either mothod the aecumalation would not necessarily
require additionzl personnel because the work could be
apread over individuals at various orgsnizationzl levels
0 that it wonild affect only 2 traetion of time of each
individual concerned. If the summarizations were to be
performed by tabulating machine processing of individuszl
reports, and sssaming 1000 reports each bi-weekly pay
period showving uncompensated overtime, it is ostimated
that the coet of summerizing would be 31000 per year.
This cost, of course, would be in addition to that in-
curred at all levels for (1) estsblisbiog tho overall
procedure, {(2) printing of forwns and instructions and

(3) preparing svd handling the individual reports.

b. Any method for accumminting the information
should be designed to obviate possible dJammging zspects
to employee morale 25 to its potentisl use against thesm,
A reeord showing the complete work history for an
individuzl for & given period cecould be used by some super-
visors aa an indication of the person’s interest, or laek
of interest, in his job. A supervisor could impose certain
minimms of uncompensated overtime as a eriteria for promo-
tlons or merely to create a more favorable record for him-
#0lf 38 a supervisor. Records by individusls would not be
esgential at an Agency level unless it were deotermined %o
utilize such records on arn individual employee basis to
support the grantiag (or continuation) of a premium pay
plan for selected types of personnel. However, records
hzearxdes world be of interest and of value to pinpoint
¢ e of personnel im e partiouipr component which is
contributing uncompensated overtime and the clazs of posi-
tions occupied by such coutributors.
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€. The individual owmployes's veonction to 2 roguire-
went for this type o»f record could si{fect its accuracy.
Por exaupie, an individuz] mey report an off-hand estimgte
of his time worked which would e influenced by whether
ke was interested in making an Imuression or trying te
give an honest sceount of the time, A record maintalned
for each lpdividual o»n & Jduy {0 Jday basis would probably
give best results,

. The impact on Agevney pervsonnsl of 8 now require-
ment for data ov owvartime should be envefully comsidered.
A now report would be added io the already heavy kairden
being carried by thoge individuals both st headguarters
ard in the Tield who are contributing uncompensatod over-
time. This sould apoesr to be contrary to the effort to
eliminnte and simplity saparwork and reports whenever
possEible. A strong and sveelfie need should w evident
to justify & deeclsion io ¢olleci these daty,

8. WETHODS 3U@arsTED

Z. A report sepamte from regulsar time and attendance
reports or other payrnll reeords is believed to be the best
method to acquire information on uncompensated overtime.
The use of the present Form 3, Time and Attendance Repori,
for this purpose womld tend to slow Jdown the payrciling
process, The method which appears to he most appropriaste
il eonsist of providing 2 special report form whiceh
#3xld be the ipdividuali'zs daily record for onps Opr more
bi-weekly pervioda. The individual report would be
eollected periodieally and summarized by the compovert
to wmich the individual iz agsigrned sinee 1t would bhe
the offige primarily interssted in the accummlisted time
of s particuler iadividual., Susmary reporis westid be
submitted to a ecentral offies for manual or machine tabu-
iation on a quarterly or someal basis, as fousd neocessary.

B. The method desceribed in the preceding paragraph
exild also be used for personnel oversess who sre paid
from confidential furds, Sneb station eccald eollect
reports from individuals and send o summary report to
Rezdquarters. Sinee statistics are pot available at
Aeadguarters for overseas eeployees on hours of overtime
paild and comperaatory time granted is lteu of cash paywesat,
the reports on uneompensated overtime would have amore ;
value 1f the stations wouid also ioclude these zdditions? i
gata in the susmmary reports.

Te  HADARIINDATIONSG
&, It im the basie view of this "ffiee that the

aroposed dats would be of doubtful value in this Ageoey
unliagas it were to he obiained on 2 restrieted basis Yor
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a very specific purpose, such as o premium pay dlan for
selected types of personnel. Wotwithstanding the fore-
going, 1f a determination (s made that informstion op
nnoompensated overtise is necessary, it is recommended
that:

(1) &4 separate type of report for the colleection of
information on uncompensated overtime be developed
since the present time and attendance roports for
bath vouechored amnd confidential funds payrolls are
deame«d unsmitable.

(2) # trial run be conducted for a period of three to
six wonths in one or more specific officec or
components wheore it is known that considerable un-
compenasted overtime iz performed. 2ate thuas
compliled and experience obtained would provide a
bazis for determining, (a) wheoethor the value of the
data to the Agency as z whole womld be smich as to
Justity the coat of developing and ndopting a=n
Agency-vide plan, (b) how much dotail should be
reported, and (¢c) the form in ahich the dats should
be presented in order to be most valuable %o Agoncy

officlals.
%, R, BAUNDERS
Comptroller
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